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APP_L!C'A{ION FOR RECORDS DISPOSITION STANDARD
- f

INSTRUCTIONS:

mana

Prepare in duplicate and forward fo the Records Management Analyst, Management Systems Division '

S

ot YA v R

3. Dept . Division, Subdivision & Administering Office Address '

F&A - Division of Managemerit Systems
2200 Peachtree Summit

401 W. Peachtree Street

Atlanta, GA 30308

FOR RECORDS MANAGEMENT DIVISION USE
v Date Received Application No. Date Completed

' SEP {31977 77‘ 21-77 SEP 21 1977

1. Application 2. Dept. Application No.

4. Person to Co'mact

Charles 0. Anderson

5. Worklng Tltle
Methods & Procedures Analyst 586-5254

6. Telephone Number

———

7. Action Requesled
a. [X Establish Retention Schedule; record will continue to accumulate.

t. [ Dispose of present accumulation; ni further accumulation anticipated.

¢. [ Amend Application No.

Check One:

0 Change; [ Supercede; (O Void

8. Dates of Series 9. Records Series Title (followed by title used

Earliest Latest

1974 | Present

in office; if different)

Management Systems Presentation Charts File

10 Dwuslon and Office Function

See Attached.

What is the function of the Division and the Office in which this record series is created?

J— JE—

o}

11. Record Series Description Thns fite contains the following documents

Attach samples of the file.
presentations, speeches,

Documents relating to:

Inciuded are;

Graphs, charts, flip char
and working papers. ;

File is arranged:

Alphabetically by name of

{include form numbers and titles, if any):

slide shows, (oral and written};

prepared by members of the Division of Management Systems on
auntomated systems, division functions and me thod analysis.

ts, and other visual media; speeches

presentation'by year.

12 Momhlv Reference Rate How often are records referreJ to which are:

Ono 10 sax mo'pths old
# "i';O:\;* ‘li','i

twenty -five months and o’lder

13. Annua! Flate of Accumulatlon of Records

Letter-size drawers _._..l.__..._... Legal 5|ze drawers ; Shelves

____A;?L__.__A_J ; Seven to twelve months old ____ 1

: Thirteen to twenty-fourmonthsotd___ . Y =

; Other (specity)
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YES | NO | 14. Questionnaire (Place an X" irfthe proper column) 7 ) _ 4 ' "

X a. Is this the official copy of the series?
If not, where is it? :

X b. Does the series contain confidentiat infolrmatiod_ requiring security handting? 1f yes, cite law or requlatibn.
. 1 .
i . !

L — e —

X c. is this a vital record?
X o Does 1his <iips h.-.)fw.' historie of long tem esearch villue?
X w o When one or e dorareerits e The Gebe ke o0 neeissny e keep the cotaee Bile for o long pet el could these docaments he

scheduled separately? - )

f. is the information contained in this series ever published? If yes, attach copy.
Is the information contained in this series ever analyzed and/or recorded in a summarized report?

I1f yes, atiach copy. .

h. Is there a duplication of this series in your office, or in another office or _a'gencv?

it yes, where?

i. Is this series for a major pcttion of it) regularly microfilmed?

i. Does the record series result in a computer printout?

D bd | e xE<
[f=]

15, Retentidn Requirements ", The following requires the series to be kept:

years. d. Audit period years,

a. State Law
b. Statute of limitation — . years. e. Administrative need EA years.

¢. Federal law _ . years, . f. Federal retention instructions — ... yearS,

Attach copy or excert of laws or regulations. Explain adminisirative need.

e

16. Approved Disposition Instructions This agency recommands that the file series be cut off at the end of each:

B4 Catendar Year; [] Fiscal Year; L[] Other then,

monthis} . _____ vyear(s}; then
yearls); then

Hold in the current filesarea _._ . 6
B4 Transfer to local holding area; hold _.3;5,
C] Transfer to State Records Center; hotd .~ year(s}; then
[b¥:] Destroy. : :
o Transfer to State Archives for parmanent retention.

Other (Specify) : o

Photographic slides - destroy when obsolete.

These instructions appty to all prior and future accumulations of the series.

{Indicate briefly rationate for recommendations above/or write additional remarks):

17. APPROVALS ) '

Departiment Records Management Officer  Date ) Approyed  Legal Counsel Dat
i o, NeuuwGeu!  91(7]
R Divisiog ptead/Design 1e Approv ision pf Auglit ) ) D,

VS77 | A TH 995

ﬁ%:partment- / D T T hroved _ Deapartment of Archjves and History / Date
| St (S LY 7 Jg - T-21-77
Recgtds Managemept Analyst ' Dale Approved  MARTA Management Advisory Committes  Data "

’* . ) 7, y Coeeg 4%7 ‘ - -




